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ABSTRACT

THE IDENTIFICATION OF SOCIAL SKILLS NEEDED
IN SPECIFIC VOCATIONAL AND TECHNICAIL AREAS
AND POSSIBLE INSTRUCTIONAL APPROACHES APPLICABLE
TO SUCH NEEDS

Research concerning methods and techniques of preparing
individuals to meet the needs of today's "working world" re-
flects the concern of vocational educators and industrial per-
sonnel for the readiness of the worker in social skills as well
as readiness in job skills. Social skills as related to occu-
pational categories are often discussed. Yet, in actuality,
little social skill identification on a practical level has
been attempted.

The primary purpose of this study was a "first step"
attempt to identify basic social skills that were pertinent to
the general occupational categories of (1) Trade and Industrial,
(2) Technical Occupations, (3) Health Occupations, (4) Marketir
and Distribution, and (5) Business and Office. A secondary pur-
pose of the study was to compare the identification of social
skills and the ranking of the importance of these social skills,
as related to job performance, between the post secondary
vocational-technical instructors and the personnel who are
currently employed within these occupational categories in

industrial settings.

The data were gathered from the post secondary instructors

and industrial personnel within the selected industrial settings.
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The methods of gathering data were by the utilization of a
Social Skills Inventory Scale and by interview techniques

with vocational-technical personnel and industrial personnel.
Seven post secondary vocational complexes were selected to
present the institutional input. Instructors within the
selected vocational complexes were participants in the study.
The industrial personnel representing the five basic occupa-
tional categories were selected according to size, geographicai
location, and type of industry.
Conclusions:

1. Skills other than task performance skills, within each
occupational area, are considered social skills; such
social skills can be categorized by employers and em-
ployees within the industrial setting and by instruc-
tors within the post secondary vocational complexes.

2. Various degrees of social skill competence are of vital
importance to the levels of performance within all
basic occupational categories.

3. Instructors, employers, and employees have a difference
in opinion as to the importance of various social
skills as related to job performance.

4. A strong consensus among all employees, employers, and
instructors in all occupational areas is that the em-
ployable person is an individual that possesses a strong
degree of self-discipline which includes pufictuality,
control of temper, and full completion of the work
schedule.

5. Employers and instructors within the occupational areas
agree unanimously that individuals must be able to take
directions from the employer.

6. Human relation skills are a pertinent part of satis-

factory job performance in the majority of the occupa-
tional areas.
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7. Oral communication elements decrease in importance
as related to job performance when individuals go
into occupations that require manipulative skills.

Implications:

1. Students are often involved in segments of related
courses and content area courses that have no direct
relationship to the skills for which they are training.

2. In general, there is a fairly narrow margin of dif-
ference in the ratings of social skills by instructors
and industrial personnel on a composite basis.

3. Some instructors within occupational areas have not
utilized craft committees in the most advantageous
manner.

Recommendations:

l. Courses taught in conjunction with the various occu-
‘pational training areas should be reviewed carefully
by a committee of craftsmen and teachers to specify
specific areas of pertinent concern within each of
the content areas.

2. A closer alignment of teachers and craftsmen within
the various occupational areas would be advantageous.

3. Basic human relation skills should be an integrate
segment of occupational training programs.
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PREFACE

The study herein is a product of a research project tha£
was sponsored by the Division of Vocational and Technical
Education, Mississippi State Department of Education, and the
University of Southern Mississippi.

The identification of various social skills pertinent to
specific occupational categories has been discussed in various
educational institutions and industrial settings. As a result
of these discussions, a first step has been taken in the iden-
tifications of such social skills.

A proposal for this study was completed and submitted to
the Mississippi State Department of Education, Division of
Vocational and Technical Education, and was approved for con-
tinued research during the 1973-74 fiscal year. A complete
report of this research project is available in the Department
of Research and Human Development, University of Southern
Mississippi.

A hasic premise to be kept in mind while reading the
study is that form and style may deviate to some degree from
the basic research format. The sacrificing of basic format

elements was done in order that readability factor could

be enhanced.
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CHAPTER I
INTRODUCTION

Research concerning methods and techniques of preparing
individuals to meet the needs of today's "working world"
reflects the concern of vocational educators and industrial
personnel for the readiness of the worker in social skills
as well as readiness in job skills. Social skills as related
to occupational categories are often discussed. Yet, in
actuality, little social skill identification on a practical

level has been attempted.

Statement of the Problem and Purpose

The primary purpose of this study was a "first step”
attempt to identify basic social skills that were pertinent
to the general occupational categories of (1) Trade and
Industrial, (2) Technical Occupations, (3) Health Occupations,
(4) Marketing and Distribution, and (5) Business and Office.

A secondary purpose of the study was to compare the identifi-
cation of social skills and the ranking of importance of
these social skills between the post secondary vocational-
technical instructors and the personnel who are currently

employed within these occupational categories in industrial

settings.




Limitations of the Study

The study was limited to seven selected post secon-
darv vocational-technical centers in the state of Mississippi.
The seven centers were selected on a geographical basis,
with program offerings considered; industrial personnel
was selected on a basis of occupational category represen--

tation and by geographical location.

Procedure
The data was gathered from the following sources:

(1) Post secondary instructors within specific skill
areas.

(2) Industrial personnel within the selected indus-
trial settings.

The methods of gathering data were by utilization of a
Social Skills Inventory Scale (Appendix A) and by interview
techniques with vocational and industrial personnel. Seven
post secondary vocational complexes werc selected to repre-
sent institutional input. Instructors within the selected
vocational complexes were participants in the study.

The industrial personnel representing the five basic
occupation categories: Trade and Industrial, Technical
Occupations, Business and Office, Marketing and Distribution,
and Health Occupations, were selected according to size,
geographical location, and type of industry.

The activity sequence was as follows:.

(1) Selecting post secondary vocational complexes.




(2) Selecting industries according to size, geographical
location, and type of industry.

(3) Arrange for introductory meeting between institu-
tion and industrial personnel.

(4) Use input from industrial personnel meetings and
post secondary vocational instructors to finalize
Social Skills Inventory Scale.

(5) Administer Social Skills Inventory Scale to the
faculties of post secondary vocational complexes.

(6) Administer Social Skills Inventory Scale to selected
industrial personnel.

(7) Process data.

For the purpose of analyzation, the occupational areas
were divided into the categorical areas of: Trade and
Industrial, Technical Occupations, Health Occupations, Business
and Office, and Marketing and Distribution. Some emphasis
was given to some of the more prevalent programs within each

category.

Utilization of Instrument -

The Social Skills Inventory Scale (SSIS) was developed
by utilizing basic input from industrial personnel and
instructors within post secondary and secondary vocational
complexes. After the instrument was developed, basic "trial
runs" were completed in industry and vocational-technical
centers to establish reliability and validity. An item
analysis was completed after the "trial run."

In vicw of instrument content, the social skills were

categorized into three gcneral areas: (1) personal




characteristics, (2) social skills in content area, and
(3) social skills in human relations.
The number of respondents represented in each segment

of the study is given in Appendix B.

ERIC Tz




FIGURE I
|
|
: \ a
: \
X0 X
X X X
X X X X ‘
X X X X
n XX X X X X X X X X X X
X X X X X X X X X X X X
X X X X X
X
0
X X - XX XX X X XX
X X X X X XX XXX X X X
XXX X X XX X X X
X 0
X -~=--Pepresents Tndustries o N
f----Pepresents Educational XX XXX X X X
Institutions ,.-—--'-'1_“/2,‘ }
o LOCATION MAP
EMC f o — .

<9




CHAPTER II
IDENTIFICATION OF SOCIAL SKILLS

The developing of the Social Skills Inventory Scale
(SSIS) was a focal point in this study. In determining a
list of social skills that was broad enough and yet per-
tinent to each of the five broad occupational areas:
trade and industrial, technical, marketing and distribution,
business and office, and health occupations, input, in sur-
vey form, from industries and post secondary vocational
complexes, was sought. The data were then compiled into the
{SSIS) and further use was made of the instrument, as shown
in the following chapters. When we speak of social skills,
we are feferring to skills necessary to interact within
an occupational framework. This is why many basic academic
fundamentals are included as social skills.

After securing various opinions, in interview and
written response forms, from individuals in vocational edu-
cation and industry, it was basically determined that social
cskills covered directly or indirectly a broad spectrum. For
the purpose of analyzation the social skills were categorized
into three basic areas: social skills as related to personal
characteristics, social skills as related core content areas,

and social skills as related human relations, as shown in




Appendix A. Each skill was rated on a scale of 1-5, with
5 representing the highest rating and 1, the lowest rating.
Six basic social skills were classified within the per-
sonal characteristic category. The respondents believed
these social skills to be pertinent and could be justified
as a direct or indirect segment of a vocational education
curriculum, First, creativity, is a basic element, from
one degree to another, that relates to occupational success.
Creativity is regarded as a social skiil in that such a
personal characteristic may, within a social context, deter-
mine the basic effectiveness of an employee in performing
a job task. Creativity, if viewed as a determiner in
occupational success, can be determined to some extent
before an individual enters an occupational training program.
Second, within the personal characteristic category, was

job related independence. This basic social skill deter-

mines to what extent independence in "on the job task" re-
lates to the success of occupational performance within the
basic occupational categcries. Another social skill within

the personal characteristic category was adaptability.

Adaptability refers to the ability of the person, when
direct or indirect changes flow into the occupational set-
ting, to change in order to cope with the situation and

still maintain the on-going productiveness. Intraception

was perceived by industrialist and post secondary instructors

r - T
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as being another social skill within the personal charac-

teristic category. Dress or daily attire as a personal

characteristic was noted as being important in many of

the occupational categories. The area of self-discipline

was categorized into three subh-areas. Self-discipline, in
a general connotation, was viewed by instructors and indus-
trialists as being a moét important social skill. The
three sub-categories of self-discipline were as follows:
punctuality, control of temper,vand completion of work
schedule.

The second maior category of social skills is social
skills in the content areas. Four sub-categories of social
skills were deemed important by industrialist and teachers:
writing, reading, speaking, and mathematical skills. The
writing skills were segmented into ten different sub-skills,
"as umust be able to write": (a) letter, (b) work order,
(c) report of incident, {d) trade articles, (e) written
directions, (f) specifications, (g) bill of laiding, (h)
daily log, (i) invoice, and (j) job tickets. The second
area of content skills that was considered important was
reading skills. The segmented reading skills were appli-
cable to, "must be able to read": (a) signs and labels,
(b) posted directions, (¢) memos and directions, (d) work

orders with detail, (e) trade articles, (f) analysis of

technical material, and (g) manuals and letters. Spcaking




skills were considered a basic element within the content
social skills category. After surveying personnel in
industry and educational institutions, ten basic speaking
skill components were recognized as being substantively
impertant:  (a) informal conversation with colleague,
(b) informal conversation with colleague and employer,
(c) informal conversation with colleague, employer, and
client, (d) formalized conversation with employer and
client, (e) telephone conversation within the organization,
(f) telephone with client and public, (g) public relations
presentation, (h) informal training presentation, (i) for-
mal training presentation, and (j) presentation to client.
The fourth sub-category within the content skill category
was mathematical skills. Nine components were identified
in the mathematical skills category: (a) number identifi-
caticen, (b) simple whole number computation, (c) working
with fractions, (d) exzchanging money (making change),
(e) ratios, (f) weights and measurements, (g) percentages,
(h) cost or product estimate, and (i) balancing ledger or
accounts.

The third major category of social skills was soccial
skills in human relations. The factors within this
category of social skills in human relations were selected

on the basis of human relations as an integral part of job

performance. Ten sub-categories pertaining to human
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relations in the occupational setting were identified:
(a) taking directions from colleague, (b) taking direc-
tions from employer, (c) interaction within group, (d)
social poise, (e) interacting with clients, (f) ability
to direct._other employees (colleagues), (g) ability to
take command of a situation without being overbearing
or dominant with the other party, (h) portraying self so
others will feel confident and not insecure, (i) handling
angry or dissatisfied customers, clients, or patients and
etc., and (j) quickly establishing a good first impression.
The various categories and sub-categories of soccial
skills contain the social skill factors that appear to be
of concern to industrialist and educators. Each factor
varied in significance of importance as different occupa-
tional categories were analyzed, as shown in the following

chapters of the research report.




CHAPTER III

ANALYSIS OF SOCIAL SKILL RATING
MARKETING AND DISTRIBUTION OCCUPATIONAL CATEGORY
This chapter contains the mean ratings, as given by

personnel who were Working in the marketing and distribu-
tion occupational category and as given by educators who
are training students for marketing and distribution
occupations. A comparison is made within the chapter of
the ratings given by the two above mentioned groups to
determine whether or not there is a significant difference
at the .05 level or .01l level of significance between the
two groups in ratings on the fifty four social skill
factors. The comparison for significance is statistically
calculated by use of the t-test. Within each table "t" is
given and the mean of the rating on the five point scale
is show for each group: G-1 represents the educators,
N=8 and G-2 represent the individuals who were employed
within the marketing and distribution occupational area,
N=33. Five represents the highest rating of imporatnce on

the scale and one represents the lowest rating of importance.

i

Personal Characteristic Category

The first category of social skills that was analyzed

was the personal characteristics segment of social skills.

11
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Creativity, 2s shown in Table I, received above a four
point rating by both Group I and Group II. There was no
significant difference between the two groups as to the
"felt" importance of creativity as related to occupations

within the marksting and distribution category.

TABLE I
CREATIVITY
t = .97 *not significant
Group 1 Group II
M= 4,29 M= 4.59

Job related independence was the second factor in this
category. As shown in Table II, this factor was given a
mean rating of 3.86 by Group I and a mean rating of 4.21 by
Group II. There was no significant difference between the

two groups as to the rating of importance of this skill.

TABLE II

JOB RELATED INDEPENDENCE

t = .76 *not significant

T . S — ) (T (o g S g, G O, S A S P G A P S s T o W G T S T S G o O g o ) e R

Group I Group II
M= 3.86 M= 4,21
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Adaptability in job performance was the third factor
within the personal characteristic category. As shown in
Table III, this factor was given a mean rating of 4.00 by
Group I and a meaﬁ rating of 4.74 by Group II. ‘There was
a significant difference at the .01 level of significance
between the two groups as to the importance of job adapt-

ability in relationship to occupations within the marketing

and distribution category.

TABLE III

ADAPTABILITY IN JOB PERFORMANCE

*significant at

.01 level
Group I Group II
M= 4.00 M= 4.74

The factor‘of intraception within the personal charac-
teristic cate;ory received a mean rating of 3.86 by Group I
and a mean rating of 4.45 by Group II. The difference in
ratings by the two groups was not significant beyond the .07

level of significance, as shown in Table IV,

TABLE IV

INTRACEPTION

t =1.83 *not significant
Gro:xp I Group II
M= 3.86 M= 4.45
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The fifth factor within tﬁis major category was that
of dress. As shown in Table V, Group I and Group IT
rated dress as an important factor within the marketing
and distribution occupational category as 4.71 and 4.72
respectively. There was no significant difference between
~the two groups as to the importance of the factor of dress.
The type of dress most often identified by the two groups
as being most appropriate was shirt and tie for young men

and "Sunday dress" for young ladies.

TABLE V

DRESS AS RELATED TO JOB PERFORMANCE

t = .30 *not significant
Group I Group II
M= 4,71 M= 4.72

The factor of self-discipline was considered a sub-
category within the major category of personal character-
istics. .Within this sub-category, three sub-factors were
analyzed as self-discipline factors in job performance:
punctuality, control of temper, completion of wark schedule.

As shown in Table VI, the mean rating given by Group I
was 4.71, and the mean rating given by Group II was 4.85.
There was no significant difference in the rating of the

two groups as to the importance of punctuality in job perfor-

mance within the marketing and distribution occupational area.
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TABLE VI
PUNCTUALITY
t = .75 *not significant
Group I Group II
M=4.71 M = 4,85

The second sub-factor in the sub-category of self-
discipline was the control of temper as related to job
performance. Group I gave a mean rating of 4.57 and Group II
gave a mean rating of 4.82 as to the importance of social

skill in job performance within the marketing and distri-

bution category, as shown in Table VII. There was no

significant difference in the ratings of the two groups.

TABLE VII

CONTROL OF TEMPER

t = 1.03 *not significant
Group I Group II
M= 4.57 M= 4.82

The third sub-factor within the sub-category of self-
discipline was completion of work schedule. There was 3*
significant difference between the ratings of the two groups
as to the importance of this factor in marketing and dis-

tribution occupations, as shown in Table VIII. Group I

B




point scale, and Group II gave the factor a 4.92 rating

of importance on the five point scale.

TABLE VIII

COMPLETION OF WORK SCHEDULE

*significant beyond

.01 level
Group I Group II
M= 4.00 M= 4,92

Social Skills in Content Areas

16
gave the factor a 4.00 rating of importance on the five

The next major category of social skills was social
skills in the content areas. The four basic content areas
were writing, reading, speaking, and mathematic skills.

This area of skills was approached as the skills that a
person employed within the marketing and distribution occupa-
tional area "must be able to do" and as to the degree of
importance of the skill within the specified occupational
area.

In view of the design of the selected areas of the
social skills within content areas the tables for the con-
tent area of social skills appear in a table that incom-
passes all of the writing skills. The discussion of the

findings in relationship to these areas follow in the para-

graphs below, with peculiarities in content area of social

ERIC T 40
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skills in the area of marketing and distribution being
specifically discussed. Ten social skills in the writing
content area were analyzed: (a) letter, (b) work order(
(c) report of incident, (d) trade articles, (e) written
directions, (f) specifications, (g) bill of laidihg,
(h) log (daily), (i) invoices, and (j) Jjob tickets.

As shown in Table IX, the mean ratings of the impor-
tance of the writing skills in the social skill content
area depicted a higher rating on each of the ten factors,

as to importance, by the personnel employed in the mar-

keting and distribution occupational area. The mean rating,

as given by educators who were training marketing and
distribution students, of writing skills as to importance
in the social skills content area was an overall 3.41.
The mean rating «f the importance of the social skills in
the writing area as given by personnel working in the mar-
keting and distribution occupational area was an overall
4.30. The two writing skills that received the highest
ratings of importance as given by educators training
marketing and distribution studencs were the abilities to
write written directions with a 4.17 rating and to write
an invoice with a 3.85 rating. The two writing skills
that received the highest ratings of importance as given
by personnel employed in the occupational area were the

abilities to write written directions with a 4.56 rating

Y
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and to write job tickets with a 4.65 rating, as shown

in Table IX.

TABLE IX

MEAN RATING OF EDUCATORS AND PERSONNEL EMPLOYED
IN MARKETING AND DISTRIBUTION OCCUPATIONS ON THE
DEGREE OF IMPORTANCE OF WRITING IN THE SOCIAL
SKILLS CONTENT AREA IN MARKETING AND DISTRIBUTION

Mean Rating Mean Rating
Writing Skills of Skills by of Skills by
Educators Personnel
Letter 3.33 4.31
Work Order 3.20 4.39
Report of Incident 3.00 4.17
Trade Article 3.00 3.58
Written Directions 4.17 4.56
Specifications 3.50 4.54
Bill of Laiding 3.43 4.18
Log (Daily) 3.43 4.15
Invoice 3.85 4.48
Job Tickets 3.20 4.65
Mean 3.41 4.30

As shown in Table X, significant differences in the
rating of writing skills by educators who trained market-
ing and distribution students and personnel who were
employed in the occupational area existed in four writing
skill categories;'a .01 level of significance between the
ratings of writing skills by the two groups was noted
on the skill, writing job tickets, which was given the

highest rating by personnel employed in the occupational

area; significant differences at .02 beyond the .05 level
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of significance appeared in threz of the writing skills:
work order, report of incident, and specifications, with
the personnel employed in the occupation giving the skills

the highest rating.

TABLE X

A "t" COMPARISON OF EDUCATORS WHO TRAIN STUDENTS

IN MARKETING AND DISTRIBUTION OCCUPATIONS AND THE
PERSONNEL EMPLOYED .IN MARKETING AND DISTRIBUTION

ON THE RATINGS OF IMPORTANCE OF WRITING SKILLS

~ 1
Writing Skills e Tgi;’;;f‘i’ﬁance

Letter Writing 1.94 .06
Work Order 2.52 .02%
Report of Incident 2.29 .03%*
Trade Article 0.65 .53
Written Directions 0.97 .66
Specifications 2.15 .04%
Bill of Laiding 1.35 .19
Log (Daily) 1.30 .21
Invoice 1.36 .18
Job Tickets 3.71 L001**

*Significant at or beyond .05 level of significance
**Significant at or beyond .01 level of significance

Seven social skills in the content area of reading
were analyzed: the importance of the ability to read
(a) signs and labels, (b) posted directions, (c) memos
and directions, (d) work orders with detail, (e) trade

articles, (f) analyze technical material, and (g) manuals

and letters.

As shown in Table XI, the composite mean rating (4.53)

of reading skills given by personnel employed in the
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occupational area was higher than the composite mean
ratings (3.45) given by the educators. The two reading
skills that received the highest rating by employed per-
sonnel were signs and labels (4.71) and analyzing technical
material (4.65). The two reading skills that received the
highest rating by educators were signs and labels (4.57)

and memos and directions (4.57).

TABLE XI

MEAN RATINGS OF EDUCATORS AND PERSONNEL EMPLOYED IN

MARKETING AND DISTRIBUTION OCCUPATIONS ON THE DEGREE

OF IMPORTANCE OF READING SKILLS IN THE SOCIAL SKILLS
CONTENT AREA IN MARKETING AND DISTRIBUTION

Mean Rating Mean Rating

Reading Skills of Skills by. of Skills by
(Ability to Read) Educators Personnel
Signs and Labels 4.57 4.71
Posted Directions 4.33 4.53
Memos and Directions 4.57 4.73
Work Orders with Detail 4.20 4,59
Trade Article 3.80 4.04

Analyze Technical

Material 2.83 4.65
Manuals and Letters 4.42 4.48
Mean 3.45 4.53

In a comparison of the ratings of reading skills as
given by educators and employed personnel within the mar-
keting and distribution occupational area, a significant

difference was noted in the rating of one reading skill,

as shown in Table XII. A difference as to the importance
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of being able to raad and analyze technical material was
significant at the .01 level of significance, with employed

personnel givingAthe skill the highest rating.

- TABLE XII )
A "t" COMPARISON OF EDUCATORS WHO TRAIN STUDENTS
IN MARKETING AND DISTRIBUTION OCCUPATIONS AND THE
PERSONNEL EMPLOYED IN MARKETING AND DISTRIBUTION
ON THE RATINGS OF IMPORTANCE OF READING SKILLS

Reading Skills "t Lgve% 9f
Significance
Signs and Labels 0.44 .56
Posted Directions 0.57 .58
Memos and Directions 0.83 .58
Work Orders with Detail 1.07 .29
Trade Article 0.38 .71
Analyze Technical
Material 4.39 o L01**

Manuals and Letters 0.85 .59

**Significant at or beyond .01 level of significance

As shown in Table XIII, the composite mean rating (4.41)
of speaking skills given by persohnel employed in marketing
and aistribution occupational category was higher than the
composite rating (4.36) given by educators. The two speak-
ing skills that received the highest rating by employed
personnel were telephone conversation within the organiza-
tién and public relations presentation. The two speaking
skills that received the highest rating by educators were

informal conversation with colleague and informal conversa-

tion with employer and colleague.
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TABLE XIII

MEAN RATINGS OF EDUCATORS AND PERSONNEL EMPLOYED IN

MARKETING AND DISTRIBUTION OCCUPATIONS ON THE DEGREE

OF IMPORTANCE OF SPEAKING SKILLS IN THE SOCIAL SKILLS
CONTENT AREA IN MARKETING AND DISTRIBUTION

Mean Rating Mean Rating
Speaking Skills of Skills by of Skills by
Educators Personnel

Informal conversation

with colleague 4.71 4.35
Informal conversation

with employer and

colleague 4.71 4.48
Informal conversation

with employer,

colleague, and

client 4.50 4.52
Formalized conversation

with employer and

client 4.00 4.45
Telephone conversation
within organization 4.67 4.66

Telephone conversation
with client and

public 4.57 3.88
Public relations

presentation 4.67 4.59
Informal training

presentation 4,29 4.37
Formal training

presentation 3.85 3.81
Presentation to client 4.33 4.04
Mean 4.41 4,36

There were no significant differences noted as to the

ratings of speaking skills as shown in Table XIV.
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TABLE XIV

A "t" COMPARISON OF EDUCATORS WHO TRAIN STUDENTS
IN MARKETING AND DISTRIBUTION OCCUPATIONS AND THE
PERSONNEI, EMPLOYED IN MARKETING AND DISTRIBUTION
ON THE RATINGS OF IMPORTANCE OF SPEAKING SKILLS

Level of

Speaking Skills " . e
Significance

Informal conversation

with colleague 0.85 .59
Informal conversation

with employer and

colleague 0.70 .50
Informal conversation

with employer,

colleague, and

client 0.03 .98
Formalized conversation :

with employer and

client 0.99 .67
Telephone conversation
within crganization 0.03 .97

Telephone conversation
with client and

public 0.20 : .83
Public relations }

presentation 0.18 .85
Informal training

presentation 0.08 .94
Formal training

presentation 0.51 .62
Presentation to client 0.44 .67

As shown in Table XV, the composite mean rating (4.47)
of arithmetic skills given by personnel employed in the
marketing and distribution occupational area was higher
than the composite mean rating (4.25) given by the educator.
The two arithmetic skill areas that received the highest

ratings by employed personnel were ratios (5.00) and number

|
|
|
|
|
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identification (4.87). The two arithmetic skills that
received the highest ratings by educators were ratios

(4.71) and percentages (4.71).

TABLE XV

MEAN RATINGS OF EDUCATORS AND PERSONNEL EMPLOYED IN
MARKETING AND DISTRIBUTION OCCUPATIONS ON THE DEGREE
OF IMPORTANCE OF ARITHMETIC SKILLS IN THE SOCIAL
SKILLS CONTENT AREA IN MARKETING AND DISTRIBUTION

e

Mean Rating Mean Rating
Arithmetic Skills of Skills by of Skills by
Educators Personnel
Number identification 4.43 4.87
Simple whole number
computation 4.57 4.71
Working with fractions
Exchanging money 4.57 3.88
Ratios 4.71 5.00
Weights and measure-
ments 3.50 4.20
Percentages 4.71 4.61
Cost or product
estimate 4.00 4,09
Balancing ledger or
accounts 3.57 4.40
Mean 4.25 4.47

In a comparison of the ratings of arithmetic skills as
given by educators and personnel employed in marketing and
distribution occupations, a significant difference in the
ratings of two arithmetic skills by the twe groups was
noted, as shown in Table XVI. A difference in the rating

of the number identification skill was noted at the .02




-

level of significance, and a difference in the rating of
the ratio computation was noted at the .01 level of

significance.

TABLE XVI

A "t" COMPARISON OF EDUCATORS WHO TRAIN STUDENTS
IN MARKETING AND DISTRIBUTION OCCUPATIONS AND THE
PERSONNEL EMPLOYED IN MARKETING AND DISTRIBUTION
ON THE RATINGS OF IMPORTANCE OF ARITHMETIC SKILLS

Arithmetic Skills nen Level of
Significance

Number identification 2.36 .02%
Simple whole number

computation 0.44 .67
Working with fractions 0.93 .18
Exchanging money 3.19 LO1**
Ratios 0.57 .58
Weights and measure-

ments 1.24 .23
Percentages 0.39 .70
Cost or product

estimate 0.19 .85
Balancing ledger

or accounts l.61 .12

*Significant at or beyond .05 level of significance
**Significant at or beyond .0l level of significance

As shown in Table XVII, the two human relation social
skills that received the highest ratings by educators were
taking directions from colleague (4.57) and taking direc-
tions from employer (4.57). The two human relation social

skills that received the highest ratings by personnel em-

ployed in marketing and distribution occupations were
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taking directions from employer (4.91) and establishing
a good first impression (4.81).

Human Relations Category

In a comparison of the ratings of human relation
social skills, there was a significant differencevat the
.01 level of significance in the rating of the importance
of interacting with clients, with the personnel employed
in the occupational category giving the higher rating
‘(4.68). There was a significant difference at the .05
level of significance on the rating of the skill handling
angry or dissatisfied customer, with the personnel in the
occupational area giving the higher ratings (4.76) as

shown in Table XVII.
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CHAPTER IV
HEALTH OCCUPATIONS

The dgta gathered in the health occupations category
were analyzed on a composite basis, encompassing all of the
occupational areas currently being taught within the post
secondary vocational-technical complekes involved in the
sample. The first section of this chapter is devoted to
composite data. However, due to the popularity of the
practical nursing segment of the occupational area, a section
of this chapter deals explicity with practical nursing; the
data for practical nursing was extracted frdmrthe composite
in order to present special social factors and related skill
factors for this occupational area within the health occupa-
tions category. The number of people involved in the per-
sonnel employed in the health occupations category was 45.
The number representing the post secondary instructional
section was 13.

The social skills were grouped into the following
categories: social skills in the personal characteristic
category, social skills in the content areas, and social
skills in the human relations category. Each category is

analyzed on a categorical basis.

28
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Part I: Composite of Health Occupations

Social Skills in the Personal Characteristic Category

The six social skills identified in the personal
characteristic category were as follows: creativity, job
related independence, adaptability in job performance,
intraception, dress as related to job performance, and
three skills that were listed as factors of self-discipline;
punctuality, control of temper, and completion of work
schedule. For interpretative purposes, ChapterAII is de-
voted to an explanation of the instrument utilized in the
study.

The three social skills in the personal characteristic
category that received the highest mean ratings by Group I
(instructors) were punctuality (5.00) which is a maximum
rating, control of temper (5.00) which is a maximum rating,
and dress as related to job performance (4.90). The three
social skills within this category that received the highest
mean ratings by Group II (personnel) were punctuality (4.57),
dress,as related to job performance (4.53), and completion
of work schedule (4.49) as shown in Table XVIII.

As shown in Table XVIII, a significant difference at
the .05 level of significance between the ratings of the
- two groups occurred on one factor, control of temper. No

other significant differences at or beyond the .05 level of

significance occurred between the two groups
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Social Skills in the Content Area

Within the content area, four categories of skills
were identified: skills in writing, skills in reading,
skills in speaking or oral communication, and skills in
arithmetic or math. Each skill segment was analyzed on
a separate basis.

Ten skills were identified in the writing skill area:
letter writing, work order writing, report of incident
writing, trade article writing, written directions, speci-
fication writing, bill of laiding writing, log (daily)
writing, invoice writing, and job ticket writing.

The two groups, instructors and personnel employed in
the health occupational area, were compared as to ratings
on writing factors as shown in Table XIX.

The three writing skills that received the highest
ratings by instructors were: writing directions (4.80),
report of incident in writing (4.70), and writing a daily
log (4.63). The three writing skills that received the
highest ratings by employed personnel were: report of
incident in writing (4.59), writing directions (4.32), and
writing work orders (4.22). The overall mean rating for
the importance of writing skills given by instructors was
4.31. The overall mean rating for the importance of writ-
ing skills given by employed personnel was 3.74. A signifi-

cant difference in the ratings of the social skills in the
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writing content area occurred on one factor. There was a
significant difference between the two groups beyond the
.01 level of significance as to the importance of being

able to write_invoices, with the instructors rating this

factor higher, as shown in Table XIX.
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Seven skills were identified in the social skills
content area of reading: being able to read signs and
labels, posted directions, memos and directions, work
orders with detail, trade articles, analyzing technical
material, and manuals and letters. The two groups, in-
structors and employed personnel, were compared on their
ratings as to importance of the reading skills in the
health occupations area. As shown in Table XX, the three
areas of reading that received the highest ratings by the
instructors were: reading work orders with detail (4.70),
reading signs and labels (4.60), and reading memos and
directions (4.40). The three areas of reading that received
the highest ratings by the personnel employed in the occupa-
tional area were the same three areas given the highest
ratings by the instructor group: reading signs and labels
(4.68), reading posted directions (4.52), and reading work
orders with detail .(4.50). The composite mean of the in-
structors' ratings was 4.32 on the writing skills, and the
composite mean of the employed personnel was 4.48. There

were no significant differences noted between the ratings

of the two groups, as shown in Table XX.
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Oral communication was another segment of the social
skills in the content area that was analyzed. Ten social
skills were identified within the speaking or oral
communicaﬁions segment of the social skill content area:
informal conversation with colleague, informal éonversation
with emplover and colleague, informal conversation with
employer, colleague and client, formalized conversation
with employer and client, telephone conversation within
organization, telephone conversation with client and public,
public relations presentation, informal training presenta-
tion, formal training presentation, and presentation to
client.

As shown in Table XXI, the four social skills in the
speaking or oral communication categbry that received the
highest ratings by the instructors were: presentation to
client (or patient in this case) (5.00), informal conver-
sation with colleague (4.60), telephone conversation with-
in organization (4.60), and public relations presentation .
within the institution (4.60). The three social skills in
the oral communication category that received the highest
ratings by the personnel employed in the health occupations
area were: informal conversation with employer, colleague
and client (4.39), presentation to client (4.33), and in-

formal conversation with colleague (4.22). The composite

mean for the total communication skills category as to




90UROTITUDTS JO ToAST G0° P 2470 IO 3B JURDTITUDTS,

37

S0° v 0S° ¥ uesy dnoiuanH 93Tsodwo)d
£S0° €0°2 €€ ¥ 00°S JUSTIO 03 UOT3IejUSSDdIg
09° "98°0 L8°€ €c°p UoTjejzussaad buTtuTteal Tewiod
gg* T9°0 L€ oC°¥d uoTjejussaad
bututeay Tewxojul
A ge°T Z6°¢ 09°% uoT3wiussaad
suot3vRIax OTTAnd
L9" 86° AV ov°'?v OTTqnd pue JIUSTTO UITM
UOT3eSISAUOD suoydsTal
8¢* 60°T LT ¥ 09°¥ uUoT3IRZTURHIO UTYITM
UOT3esSIdAUOD suoydaTlal
oT" 89°1T 8L°€ 0s°v JUSTIO od
pue xsAordwe Uy3zTM 3o
UOT3BSISAUOCD pPazTITewIod
L8" 91°0 6E° ¥ A 2 JUST IO pue ‘onbesTT1oo

tg2ko1dwus yjzTM j
UOT3BSISAUOD TPWIOFUT ——
ze” I0°T 0T ¥ 05° ¥ snbesTT0d
pue xakordws U3lTM
UOT3BSISAUOD TewIroFul
L9~ 86°0 (A4 09°¥ snbesaTTod Y3aTM
UOT3IBSISAUOD TPWIOJUT

(Touuosaadg) (SIOIDNIJISUT)
KaTTTgeqoad wIa butieyg uesK butjzey uesay
II dnoxd T dnoxn

SWYYO0dd NOILVdNOD0 HIIVIH ZYVANODIS LSOd IHL NI SWVIDOdd
NOILVdNOD0 HITIVAH J0 SYOLONAYLSNI ANV X¥O0DILVD SNOILV4NID0
HITVIH dHL NI dIX0TdWI TINNOSYAd A€ NIAID SY DNINVIJS 40 VIEV
INIINOD FHI NI STIIMS TVIDOS J0 SONILVY HHL J0 ZOmHmmﬂEOU Y

IXX JTVL

Aruitoxt provided by Eic:

E\.




38

rating by the instructors was 4.50, and the composite mean
for the total communication skills category as to rating
by the personnel employed within the health occupations
area was 4.05. A significant difference was noted on one
of the ratings of the communication skills between the

two groups. A significant difference at the .05 level of
significance was noted on the skill, presentation to
client, with the instructors giving the higher rating for
this skill.

As shown in Table XXII, the social skills in the con-
tent area of arithmetic were analyzed in nine different
categories: number identification, simple whole number
computation, working with fractions, exchanging money, ratios,
weights and measurements, percentages, cost or product esti-
mates, and balancing ledger or accounts. The three social
skills in the content area of arithmetic that received the
highest ratings of importance by instructors were: ratios
(4.62), weights and measurements (4.80), and percentages
(4.56). The three social skills in the content area of arith-
metic that received the highest ratings of importance by
employed personnel were: number identification (4.55), simple
whole number computation (4.35), and weights and measurements
(4.07). The total composite mean for ratings on arithmetic

skills as given by the instructors was 4.28 and 3.61 as given

by the employed personnel. A significant difference between
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the ratings of the two groups at or beyond the .05 level

of confidence was noted on two factors. There was a signif-
icant difference at the .05 level of confidence on the rat-
ing of the skill, ratio computation, with the instructors
giving the higher rating, and a significant difference at the
.02 level of confidence on the rating of the skill, exchanging

money, with the instructors giving the higher rating.

Social Skills in Human Relations Category

Ten skills were identified within the human relations
category: taking directions from a colleague, taking
directions from employer, interaction within group, social
poise, interaction with client, ability to direct colleagues,
ability to take command without being domineering, portraying
self so others will feel confident and not insecure, handling
angry or dissatisfied customers, clients, patients, etc., and
quickly establishing a good first impression, as shown in
Tab;e XXTIII.

The four basic human relation skills that received the
highest ratings by the instructors as to importance were:
taking directions from employer (5.00) which was maximum,
interaction with client (5.00) which was maximum, taking
directions from a colleague (4.90), and ability to take com-

mand without being domineering (4.90). The three basic

human relation skills that received the highest ratings by

the employed personnel in the health occupations area were:
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taking directions from employer (4.60), interaction within
group (4.27), and portraying self so others will feel con-
fident and not feel insecure (4.26). A significant difference
at the .05 level of significance occurred on the ratings of
two factors by the two groups: taking directions from a
colleague, with the instructors giving the higher rating,

and ability to take command without being domineering, with
the instructors giving the higher rating. A significant
difference at the .01 level of significance occurred on

the rating of one factor; the factor was the interaction

with client, with the instructors giving the higher rating.
Part II: Practical Nursing

Due to the popularity of the practical nursing pro-
grams within the post secondary institutions, the segment
of health occupations was dealt with as a separate section.
The factors found within this segment of the chapter were
taken from the compo..te factors from within the health
occupation's occupational category.
For interpretative purposes, the tables within this
segment are presented in consecutive order. The first
table, Table XXIV, presents a comparison of the ratings of
the two groups, Licensed Practical Nurses (N=25) who were i

employed in health care institutions and Practical Nursing

instructors (N=5) who teach in post secondary institutions,




43

of the social skills factors within the personal character-
istic category. The second table within this segment,
Table XXV, presents the comparison of the ratings of the
two groups on social skills in the content area of writing.
The third table within this section, Table XXVI, presents
the comparison of the ratings of the two groups on another
content area, that of reading. The fourth table in this
section, Table XXVII, presents a comparison of the ratings
of the two groups on the social skills in the content area
of speaking; and the fifth table, Table XXVIII, presents a
comparison on the ratings of the two groups on the impor-
tance of various social skills in the social skills content
area of mathematical skills. Table XXIX presents a com-
parison of factors in the human relations category.

Within each table a mean rating for each group,
Group I (the instructors of Practical Nursing programs)
and Group II (the Licensed Practical Nurses who are working
in the various health institutions)! is given on each
social skill factor. A "t" test was run to determine the

amount of difference that existed on the rating of each

skill for the two groups.
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CHAPTER V
TRADE AND INDUSTRIAL OCCUPATIONS

In view of the scope of the occupational categories
within the trade and industrial segment, the researchers
collected composite data for the total occupational area of
trade and industrial occupations. However, in order to give
deeper insight into the more popular programs within the
trade and industrial area, factors relating to specific occu-
pations within the trade and industrial category were reviewed
in Part II of this chapter, Chapter V. The first segment of
this chapter analyzes composite data from the total trade and

industrial spectrum.

Part I

Composite Segment of Trade and Industrial Occupations

Category I: Personal Characteristic Category

Eight basic social skills were categorized into the per-
sonal characteristic category: cpgativity, job related inde-
pendence, adaptability in job performance, intraception, dress
as related to job performance, punctuality, control of temper,
and completion of work schedule. The groups (Group I, the
instructors within the trade and industrial training programs

within the post secondary institutions, and Group II, the
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personnel within trade and industrial occupations within
industrial settings) rated the skills as to importance
within various occupational settings. As shown in Table XXX,
Group I (instructors) gave a composite mean rating of 4.24

as to the overall importance of the personal characteristic
category of social skills. Group II (employed personnel)
gave a mean rating of 3.70 as to the overall importance of

the personal characteristic category of social skills.

The three social skills in the personal characteristic
category that received the highest ratings on a five point
scale of importance as given by Group I (instructors) were:
punctuality (4.78), completion of work schedule (4.69), and
control of temper (4.64). The three social skills in the
personal characteristic category that received the highest
ratings on a five point scale of importance as given by
Group II (employed personnel) were: punctuality (4.26),
completion of work schedule (4.07), and control of temper

(4.07), as shown in Table XXX.

A significant difference, at the .05 level of confidence,
existed between the ratings given by the two groups on one
factor, intraception. However, a significant difference at
or beyond the .01 level of significance between the ratings
of the two groups existed on six of the personal characteris-
tic social skills. The largest margin of difference on the

ratings of the social skills within this category existed on

the factor of job related independence.




55

20URODTITUDTS JO TOAST T0° PUOCASQ IO 3B JURDTITUDTISy«
20URODTITUDTS JO TOAST §0° pPuoiaq IO 3 JUROTITUDTIS

0L°€ XA uesy dnoxs a3 t1sodwo)d
*xC00° Te°¢€ LO°Y 69°¥ oTnpayos
3yxom Jo uoriaTdwod fop)
¥x£00° 0T"€ 10°¥ ¥y 19dwel JO TOI3UOD {=
¥x€00° yo°¢ YA 8L ¥ K3TTen3oung
TE® T0°1T TI8°¢€ AV sourwxogjaad qol
03} po93eIax se ssaiq )
xG0° 66°T 9T°¢ G9°¢ uoT3idsdoeI3ul —
¥xC00° 6C°¢ gL°€ €€V souewxogxad
qof ut A3TrTqeidepy
#»xT100° Iv°€ 138 202 60"V souspuadsput
po3e1ax qop
¥x800° ZL-c 0z°¢ SL°€ A3TAT3IROID

(Touuosxad) (sx030NnI3SUT)
A3TTTqRqOad wFa butjey uesy  buriey uesy TTTS TeTo0s
II dnoxdo 1 dnoxo

ZYILSAANI NI SNOILVANDD0 IYIVISNANI dNV JAYYL NI QHIAOTIWAE TINNOSHEEd
ANY SNOIILALILSNI AYVANODIS LSOd NI SNOILVdNDOO TVIHLSNANI ANV
Aa¥dI J0 SHOILONYLSNI Xd QIdLVY SY AYODILVYD IDILSIYHLOVIVHD TUYNOSIId
dHL NI STIIMS TYID0S 40 SONILVY JHL J0 NOSTIYVAWOD IALISOJWOD ¥

XXX dIgYL




56

Category II: Social Skills in the Content Area

Ten social skills were categorized in the content area
of writing: writing letters, wWriting work orders, writing
incident reports, writing trade articles, writing directions,
writing specifications, writing bill of laiding, writing
daily log, writing invoices, and writing job tickets. The
groups (Group I, the instructors within the trade and in-
dustrial training programs within the post secondary institu-
tions, and Group II, the personnel within trade and industrial
occupations within industrial settings) rated the ten skills
in the content area of writing as to the importance of these
skills within the occupation settings in trade and industry.
As shown in Table XXXI, Group I gave a composite mean rating
of 3.77, on a five point scale, as to the overall importance
of writing skills. Group II gave a composite mean rating
of 2.67, on a five point scale, as to the overall importance
of writing skills.

Three social skills received a four point or better
rating, as to importance, by Group I: writing specifications
(4.38), writing job tickets (4.18), and writing work orders
(4.15). The three social skills in the content area of
writing that received the highest ratings by Group II were:
writing directions (3.11), writing job tickets (3.08), and

writing a daily log (2.76).

As indicated in Table XXXI, there was a significant dif-

ference at or beyond the .01 level of significance between
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the ratings of the two groups on the following writing
skills: writing work orders, writing incident reports,
writing trade articles, writing directions, writing speci-
fications, writing bill of laidings, writing invoices, and
writing job tickets. A significance at or beyond the .05
level of significance occurred on the rating of the skill,
writing a daily log.

Seven social skills were identified within the content
area of reading (ability to read): signs and labels, posted
directions, reading memos and directions, work orders with
detail, trade articles, analyzing technical material, and
reading manuals and letters. As shown in Table XXXII, the
three reading skills that received the highest ratings in
the content area of reading by Group I (instructors) were
(the ability to read): work orders with detail (4.60),
signs and labels (4.37), and posted directions (4.24). The
three reading skills that received the highest ratings by
Group II (employed personnel) were (the ability to read):
posted directions (4.23), signs and labels (4.16) , and work
orders with detail (3.80). The composite mean rating as
given by Group I was 4.20 for the reading skills as related
to the occupational area of trade and industrial occupations.
The composite mean rating of Group II As to the importance

of reading skills within the content area as related to occu-

pations within the trade and industrial occupational category




59

O0UBRDTITUDTS JO TOAST T0°® PUOASQq IO 3 JURDTITUDTISy«

L9°¢E [\ YA/ ueol] dnoasn o31sodwo)

*x700° ¢0°€ ) 6V "¢ 8TV SI933197T pur sTenuel
*x£00° PT°€ 8T"¢€ 86°¢t TeTi®3enW TeOTUYDd] 9zATeuy
*x000° 6LV 96°C 96°¢ 9TDOT3IAVY Operil
xxC000° 6T ¥ 08°¢ 09°¥ TITe3sp YU3TM SISPIO IOM
oL® 68°0 6L € ge°¢ SUOTIO3IT(J PuUr SOWSK

L6" €0°0 €C'd 1A SUOT3IDO3IT(Q pPP3Isod

L9 66°0 9T ¥ LE" Y sTaqeT pue subtg

(TPuuosaadg) (sxo3ona3zsur)
A3TTTqRqOoad wta butyey uesyw  buriey uesy TTIT4S TeTo0s
II dnoxd I dnoxd

AMISAANI NI SNOILYdNDOO0 TYIVLSNANI dNV JIdVdL NI qQIAOTIWI TINNOSHEd
dNY SNOILALILSNI ZX¥YANODIS LSOd NI SNOILYdAODD0 TVIVLSNANI dNY
QAL 40 SYOLONMISNI A9 dILVY SY ONIQVHEY 40 YIIVY LNILNOD
dHL NI STIIMS TVYIDOS JO0 SONILVY HJHI J40 NOSIYVJWOOD HLISOJWOO ¥

IIXXX J19YL

O

Aruitoxt provided by Eic:

E




60

was 3.67. A significance at or beyond the .01 level of
significance between the ratings of the two groups existed

in fdur of the seven social skills area in the reading
category: (ability to read) work orders with detail, trade
articles, analyze technical material, and manuals and letters.
No significant differences were noted within the other three
social skills in the content area of reading.

Ten basic social skills were identified in the content
area of speaking: informal conversation with colleague,
informal conversation with employer and colleague, informal
conversation with employer, colleague, and client, formalized
conversation with employer and client, telephone within or-
ganization, telephone with client and public, public relations
presentation, informal training presentation, formal training
presentation, and presentation to client. As shown in Table
XXXIII, the three social skills in the content area of speak-
ing that received the highest ratings as to importance by
Group I were: informal conversation with employer, colleague,
and client (4.08), informal conversation with employer and
colleague (3.88), and presentation to client (3.84). The
three social ;kills in the content area of speaking that were
given the highest ratings by Group II were: informal conver-
sation with employer and colleague (3.54), informal conversa-
tion with colleague (3.46), and informal conversation with

employer, colleague, and client (3.06). The composite mean

T g4
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rating of social skills in the content area of speaking were
as follows: Gfoup I, 3.68; Group II, 2.50. A significant
difference at or beyond the .0l level of significance existed
between the ratings of the two groups on all of the social
skills within the speaking category except the following:
informal conversation with colleague with a "t" of 1.46, and
informal conversation with employer and colleague with a "t"
of 1.61.

As shown in Table XXXIV, the social skills in the con-
tent area of arithmetic that received the highest ratings, as
to importance, by Group I were: number identification (4.56),
simple whole number computation (4.27), and cost or product
estimate (4.10). The three social skills in the arithmetic
area that received the highest ratings by Group II were:
number identification (3.95), simple whole number computation
(3.48), and exchanging money (3.33). The composite mean
rating of the instructors as to the importance of arithmetic
in trade and inaustrial occupations was 3.92. The composite
mean rating of the employed personnel in trade and industrial
occupations on the importance of arithmetic in trade and
indus-rial occupations was 2.94. In a comparison of the
ratings between the two groups, a significant difference at
or beyondlthe .01 level of significance occurred on all of

the social skills within the arithmetic category except one,

the skill of exchanging money.
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Category III: Social Skills in Human Relations

Ten social skills were identified within the human
relations' segment. The skills were as foliews: taking
directions from colleague, taking.directions from employer,
interaction within group, social poise, interaction with
client, ability to direct colleagues, ability to take com-
mand without being domineering, portraying self so others
will feel confident and not insecure, handling angry or dis-
satisfied customers, clients, patients, etc., and quickly
establishing a good first impression..

The three social skills in the category of human rela-
tions that received the highest ratings as to importance were:
taking directions from employer (4.78), taking directions
from colleague (4.40), and quickly establishing a good first
impression (4.27), as shown in Table XXXV. The three social
skills in the category of human relations that received the
highest ratings by Group II were: taking directions from
employer (4.00), interacticn within group (3.59) and quickly
establishing a good first impression (3.50). The composite
mean for Group I as to the importance of human relation skills
was 4.15, and Group II had a composite mean of 3.26. In
comparing the difference in the ratings of the various factors
as rated by the two groups, there was a significant difference

at or beyond the .0l level of significance on all human re-

lation factors except interaction within a group.
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Part II
Analyzation of Specific Occupational Categories
Within the Trade and Industrial Category

Due to the popularity of various programs within the
post secondary institutions, six programs within the com-
posite of the various trade and industrial occupations were
selected to be analyzed separately: Machine Shop, Building
Trades and Related Areas, Auto Mechanics, Welding, Industrial
Electricity, and Heating, Air Conditioning, and Refrigeration.
These areas comprise this segment, which is Part II of
Chapter V. Due to tﬁe amount of data, each segment was
analyzed on a table basis with the following sequence of tables
given to each analyzation: Social Skills as Related to
Personal Characteristics, Social Skills in the Content Areas

of Writing, Reading, Speaking, and Mathematics, and Social

Skills in the Human Relations Category.
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CHAPTER VI
BUSINESS AND OFFICE

In view of the scope of the occupational categories
within the business and office occupational segment, the
researchers collected composite data for the total occupa-
tional area of business and office occupations. Two areas
were analyzed on a separate basis due to their popularity;
the two areas were: Business Data Processing and
Secretarial Science. The first segment of this chapter
analyzes composite data from the total business and office

occupational spectrum.

Part I

Composite Segment of Business and Office Occupations

Category I: Personal Characteristic Category

Eight basic social skills were categorized into the per-
sonal characteristic category: creativity, job related inde-
pendence; adaptability in job performance, intraception, dress
as related to job performance, punctuality, control of tem-
per, and completion of work schedule. The groups (Group I,
the instructors within the business and office occupations
within the training programs in the post secondary institu-

tions, and Group II, the personnel within the business and
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office occupations working within industrial or other job
settings) rated the skills as to importance within the
various occupational settings. As shown in Table LXXII,
Group I (instructors) gave a composite mean rating of 4.30
as to the overall importance of the personal characteristic
category of social skills. Group II (employed personnel)
gave a mean rating of 4.47 as to the overall importance of
the personal characteristic category of social skills.

The three social skills in the personal characteristic
category that received the highest ratings on a five point
scale of importance as given by Group I (instructors) were:
control of temper (4.87), completion of work schedule (4.75),
and punctuality (4.68). The three social skills in the
personal characteristic category that received the highest
ratings on a five point scale of importance as given by
Group II (employed personnel) were: completion of work
schedule (5.00), adaptability in job performance (4.93),
and dress as related to job performance (4.86), as shown in
Table LXXII.

A significant difference at the .01 level of significance
existed between the ratings given by the two groups on three
factors: <creativity with the instructors giving the higher
rating, job related independence with the employed personnel
giving the higher rating, and adaptability in job performance

with the employed personnel giving the higher rating. The
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overall ratings on a composite basis within the personal

characteristic category was not significant.

Category II: Social Skills in the Content Areas

Ten social skills were categorized in the content area
of writing: writing letters, writing work orders, writing
incident reports, writing trade articles, writing directions,
writing specifications, writing bill of laiding, writing
daily log, writing invoices, and writing job ticketé. The
groups (Group I, the instructors within the business and
office occupations, and Group II, the personnel employed
within the business and office occupational category) rated
the ten skills in the content area of writing as to the im-
portance of these skills with the occupational settings. As
shown in Table LXXIII, Group I gave a éomposite mean rating
of 3.85, on a five point scale, as to the overall importance
of writing skills. Group II gave a composite mean rating of
2.67, on a five point scale, as to the overall importance
of the various skills listed within the writing skill con-
tent area.

The three social skills within this content area that
received the highest ratings by the instructors were:
writing directions (4.43), writing letters (4.26), and
writing invoices (4.28). The three social skills within
this category that received the highest ratings as given by

the employed personnel were: writing work orders (4.50),

writing specifications (4.57), and writing directions (4.36).
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As indicated in Table LXXIII, there was a significant
difference at the .0l level of significance between the
ratings of the two groups on one skill, writing work orders,
with the employed personnel giving the higher rating.

Seven social skills were identified within the content
area of reading (ability to read): signs and labels, posted
directions, reading memos and directions, work orders with
detail, trade articles, analyzing technical material, and
reading manuals and letters. As shown in Table LXXIV, the
three reading skills that received the highest ratings in
the content area of reading by Group I (instructors) were:
memos and directions (4.81), manuals and letters (4.76),
and posted directions (4.62). The three reading skills that
received the highest ratings by Group II (employed personnel)
were: memos and directions (4.93), posted directions (4.84),
and reading signs and labels (4.81). There were no signifi-
cant differences between the ratings of the two groups on
any of the factors.

Ten basic social skills were identificd in the content
arca of speaking: informal conversation with colleague,
informal conversation with em; ‘oyer and colleague, informal
conversation with employer, colleague, and client, formalized
convérsation with employer and client, telephone within
organization, telephone with client and public, public rela-

tions presentation, informal training presentation, formal

1590
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training presentation, and presentation to client. As

shown in Table LXXV, the three social skills in the content
area of speaking that received the highest ratings as to
importance by Group I were: formal conversation with employer
and client (4.66), telephone with client and public (4.66),
and telephone within organization (4.62). The three social
skills in the content area of speaking that were given the
highest ratings by Group II were: telephone with client and
public (4.80), telephone wiihin organization (4.76), and
formal conversation with employer and client (4.53). As was
noted, the ﬁwo groups gave the highest ratings to the same
three ski;ls. There were no significant differences noted
in the comparison of the ratings of the two groups on the
social skills in the content area of speaking.

As shown in Table LXXVI, the social skills in the content
area of arithmetic that received the highest ratings, as to
importance, by Group I were: " working with fractions (4.50),
simple whole number computation (4.44). and number identifica-
tion (4.43). The three skills within this area that received
the highest ratings by Group II were: simple whole number
computation (4.93), number identification (4.92), and exchang-
ing money (4.72). A significant difference at the .03 level
of significance existed between the ratings of the two groups
on the skill of simple whole number computation (yet, this

skill was in the top three of each of the groups as to

e
e
Y
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importance) with the employed personnel giving the higher
rating. A significant difference at the .01 level was
recorded on the number identification factor with the em-

ployed personnel giving the higher rating.

Category III: Social Skills in Human Relations

Ten social skills were identified within the human rela-
tions segment. The skills were as follows: taking directions
from colleague, taking directions from employér, interaction
within the group, social poise, interaction with client,
ability to direct colleagues, ability to take command without
being domineering, portraying self so otheré will feel confi-
dent and‘not feel insecure, handling angry or dissatisfied
customers, clients, patients, etc., and quickly establishing
a good first impression.

The three social skills in the category of human relations
that received the highest ratings by Group i as to importance
were: taking directions from employer (4.87), taking direc-
tions from colleague (4.81), and gquickly establishing a good
first impression (4.63), as shown in Table LXXVII. The three
social skills in the category of human relations that received
the highest ratings by Group II were: taking directions from
employer (4.86), handling angry or dissatisfied customers,
clients, or patients (4.80), and intcracting with clients
(4.76). A significant difference at the .04 level of confi-

dence was noted on the rating of the social skill taking
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directions from colleague with the instructors giving

the higher rating on this skill, as shown in Table LXXVII.

Part II
ANALYZATION OF SPECIFIC OCCUPATION CATEGORIES
WITHIN THE BUSINESS AND OFFICE OCCUPATIONAL CATEGORY

Due to the popularity of various programs within the
post secondary institutions, two programs within the busi-
ness and office category were selected to be analyzed
separately: Secretarial Sciénce and Business Data Processing.
Due to the amount of data, each segment was analyzed on a
table basis with the following cequence of tables given to
each analyzation: Social Skills in the Personal Characteristic
Category, Social Skills in the Content Areas of Writing,

Reading, Speaking, and Arithmetic, and Social Skills in the

Human Relations Category.
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PERSONAL CHARACTERISTIC CATEGORY
SECRETARIAL SCIENCE

‘ 38




135

*90UBOTJITUDBTS JO TOAST T0° PLOASQ IO 3e JURDTITUDTSy«
*90URDTJITUBTS JO T9AST G0° PUOASq I0 3@ JUeDdTITULTSk

stV TGV ueay dnoan a3Tsodwo)d
80° SL T 00°S 18° % 2Tnpayos mW
3}IoM JO UOT3IOTdWoD 4
19° SL'T €LY 06°'% zadwe3 JO TOI3UOD
eT1* 06°0 99°% 06°% K3TTen3oung
v8- c6°'0 €LY LL Y souewxogyaad qol
03 po3rIax Se ssaig
00°T 00°0 I1°7% 1I1°¢% uotidedoeajur
¥C0° Le"¢ 6" b Sh ¥ sourwzoyaad
qof ut A3TTTqe3depy
‘x%x800° 98°¢C L Y co° ¥ souspuadapuT pSjzerax dop
»x£00° €e°¢ 08°¢C 8TV K3TAT3IRDID
(Touuosaadg) (sxo3ona3sur)
A3TTTgRqOad wFa butiey uesy putiyey uesy TITTHS TeTo0s
II dnoxp I dnoxo
) AY09ILYD JILSTIVALOVIVHD TUNOSHAd HHJ. NI
STIINS TIYIDOS NO AONAIOS TVIYVYIFTIDIS JO0 AYODHLYD TYNOILYJINDD0
9HI NI Jd3X0TdWHE SHIYYIAYOEAS ANY SNOIILALILSNI A¥VANODIS ILSO4d JHL NI
FONTIODS IVINVIZEDIS JO SHOILONYILISNI JHI 0 SONILYY JHL JO0 NOSIUYYJIWOD ¥
TITAXXT JI9dYL
_O
&l

Aruitoxt provided by Eic:

E




136

SOCIAL SKILLS IN THE CONTENT AREAS :
' SECRETARIAL SCIENCE




137

80°¥ . 90° ¥ ueap dnoxs a3Tsodwo)d
oL~ 8€°0 8¢V egv S3I9HOTL qor wd
1A €’ 00° ¥ 09°Vv ad0ToAUT (3
88"° AR €€V ov° ¥ , (ATTRq) bOT <
g6° g0'o0 gL ¢ 08°¢€ putpTeT 3O TTTH
€eg” 00°T LSV 00" ¥ suoT3eoTITOoads
98° LT"O0 9¢ ¥ Sy v SUOT3D3ITQ U333TaIM
06° ¢T°0 00°¢€ 0T € STOT3IVY 9peay
Z8° TC¢°0 00" ¥ L8° € JuspIoul 3O 3xoday
80° €8°'1 08" ¥ gze’'¢ I9PIO HIOM
1¢° 8C°1 LO ¥ €9y purtyTIM I933971

(ToUuUOsaIag) (sxo3ona3sul)
A3TTTqRqOad W Putiey uesy  burzey uesy- TITYS TeTo0Ss
II dnoxo 1 dnoaxo
ONILIEM J0 VYHYVY INJIINOO HHI NI .
STIINS TYIDOS NO HONIAIOS TVINVIFYOES JO AJODIALYD TYNOILVANDDO
SqHI NI QFAOTANT SAIYVIAIOHS ANV SNOILALILSNI A¥YVYANODAS ISOd dHEL NI
FONFIODS TVINVIAYOAS J0 SHOLONYISNI FAHI JO SONILWYY HHL JO NOSIUYYIWOD Y
XIXXT JTI9Y L
O
&l

Aruitoxt provided by Eic:

E




138

6V ¥ G9° ¥ uesy dnoxs o3Tsodwod o
4 (2
LT* 6€°T LS ¥ 06°V : SI93397T pue sSTBENUBKR 4
LS* £€8°0 SL°E 0c°¥ TeTIo3eR TeOTUyYOsl szATeuy
A P T 08°¢€ PG b 9TOT3aVY °opell
cL-” Sg"0 9L ¥ €9°¥% T1Te39p Y3ITM SIOPIO HIOM
1s° 99°0 £€6° ¥ I8° ¥ SUOTIOSITQ pue SOWSK
L9* €v°0 14: 04 Ly SUOT3O9ITA Pd3sod
00°T 00°0 8°¥ 18°% sTaqerT pue subTs
(Tsuuosaag) (sx030NnI3SUT)
KaTITqRqOId wla butiey uesy burt3yey uesy ) TIITYS TeToO0S
11 dnoxd 1 dnoxdo

HONIQVIY 40 VIYVY INIINOO HHL NI
STTINS TYIDOS NO JONIAIDS TVINVIFYOHS J40 AYODILYD TYNOILYANDDO
JHI NI QIXOTAWH SHTIVIFTIOAS ANV SNOIINALILSNI A¥YVYANODIAS LSOd HHL NI
IONFIOS TYINVIMNOAS J0 SYOLONYISNI HHIL JO SONILVY THL J0 NOSIYVJWOOD ¥

XXXT ATIVL

Aruitoxt provided by Eic:




A ov°' v 9€° ¥ uespw dnoxasn o3Tsodwo)d
—
16° 650 8¢ ¥ 00° ¥ 4 IUSTIO O3 UOTIR3IUISDIJ
v 61T 9T ¥ GG ¢ uoTjejussaxd burTuTeI] TPWIOJ
0L" : 6£°0 €8°¢ 99°¢ uoTt3ejusasaad
bututexy Tewxojul
L8" PT°0 ov'v €€V uoTyejussaxd
suoT3eTax OTTqnd
Zs’ 7L O 08°7% 06°% oTTqnd pue JUSTTIO YITM
UOT3IBSIDAUCD BuoydsaTaL
G9° 9% ° 0 9LV €9°V uUoT3RZTURHIO UTYUITM
uoTlESI9AUCD BUOYdSTIL
€G6° 9L° 0 €SV Ly JUSTTO ™M
pue x2AcTdws U3l TM (s
UOT3IESIDAUOCD PIOZTTRWIO] i
4°n S9°0 09°¥ LY JUSTTO pue ‘onbesTToo

! 19koTdue Y3IM
UOT3eSIBDAUOCD TewIoFul
96° 70" 0 €SV A% anbraTT0D
pue xsloTdwe y3jTM
UOT3BSIDAUOD TRWIOFUI
8z* 0T1'T o'y AT anbpesTTOD YITM
UOT3ESIDAUOD TewIojul

(TPuuosaag) (sxo3lodonx3sul)
KR3TTTqRqOxd - buTtaey uesK butieyg uespy TTITYS TeTIO0S
IT1 dnoxd I dnoxd

ONINVYA4S J0 YIYVY INILNOD dHL NI
STTIINS TYIDOS NO FAONAIOS TYINVITYOIS JO ARYODIALYD TYNOILVANIDO
JEI NI dIX0TdWI SATIVIAYOAS ANV SNOILALILSNI AYYANODIS LSOd HHL NI
TJONTIDS TVINVITEOES J0 SYOIONYISNI FHL A0 SONILVYE FHL A0 NOSTYVIWOD ¥

IXXXT JT4VYL

Aruitoxt provided by Eic:




140

*20URDTITUDTS JO TOAST §0° PuoAaq IO 3B JUeDTITULTSy

8C¢°Vv 0c*'v ues doxsn s31sodwoDd
x€0°* ve'e 00°S 9¢° ¥ s3unoooe
. I0 x9bpeT butoueTed
AN 6v°0 8T'¥ 06°€ . 93ewTr3}sd 30onpoad IO 3SOD
LS*® 850 00°¥ L'y sabejusdaadg o
89° v o 00°'¢ GgG° ¢ sjuswaInseaw pue s3iybToMm ()
it° §9°1 08°¢C 06°¢€ sot3ey 4
LS" 8S°0 Ly A % Kouow butbueyoxyg
sc® 9T°T 00"V 0s° 7% SUOT30®IJ Y3ITM buTiaom
¥C0° ve'¢ Z6'v 9" ¥ uoT3ze3zndwod
Iaqumu aToym oTdwIs
x€0° 9¢°¢ 6 ¥ Sv'v UOT3BOTITIUSPT IDquUMN
(TPuuosaag) (sI03ONIJISUI)
K3TTTgqRqoad wta butiey uesiH pbutjey uesy ITIMS TeIo0s
I dnoxn I dnoxo

: ODILAWHILIYVY J0 VIV INALNOD HH.L NI
STTIIMS IVIDOS NO FONHIOS TVIYVIIYOHAS J0 AUODIALVD TYNOILVANDDO
qHI NI QIXOTdWH SHIYVILIIMOAS ANV SNOILALILSNI AYVANOODHS I1SOd IHL NI
FONAIDS TYIYVIA¥OEAS 40 SYOLONYISNI HHI JO SONILVY HHI A0 NOSIYUVIWOO ¥

IIXXXT "TdVL

Aruitoxt provided by Eic:

E\.




141

HUMAN RELATIONS CATEGORY
SECRETARIAL SCIENCE




*20URSTITUBTS JO T9AdT G0° LUOASQ IO 3e JURDTITUDTSy

142

06"V LL*% ues dnoasn 93Tsodwod

£20° 65°2 ov°'¥ 00°'S uotssaxdwT 3sITF poob
B BuTtysTIgeldsd ATYOInD
LS* 85°0 08°¥% 06°¥% ‘039 ‘sjustied

/S3UaTTO ‘sSIdwo3lsnd pIOTF

-sT3essTp I0 Axbue burTpueH
AN G9°0 05°¥ rAAE 2INO9SUT T993J 3IOU pue
2Ino9s 1993 TITM

sI19Yy3zo os 3JI9s burtiAealaod

0C- 0e°T LSV 18°% putaosuTWOp
puteq 3noy3lTM (do}
pueuoo el 03 A3ITTTAY 2
0s~ L°0 €Ty o8 A sanbeaTToD 4
308xTp 03 A3ITITAY
19° 68°0 9LV 06°¥ JUSTTO Y3aTm burioexas3jul
90° ¢6°1 YA 4 8° ¥ ostod TeTOO0S
AN PL°0 1¢°v Sh° v dnoxbh UTY3ITM UOTIDBRIDIUI
6L’ 9¢°0 98°¥ I8° %V xskoTdws woxjJ
suoT3o9aTp butyel
80° 6L°T1 8C'¥ 118" % snbeaTTOO wWoIJF

SUOT309ITp buTyel

(Touuosaaqg) (sxo3ona3lsur)
K3TTTqRqoxd w3 butjzey uesy pbutiey uesy TITTINS TeTO0S
II dnoxd 1 dnoxo

AMOOIILVYD SNOIIUVIIY NVWAH dHL NI
STIINS 'TYIDOS NO FONIIOS TVIVVLIYOIS 40 XYODILVD TYNOILYANDO0
qHI NI QIXA0TAWI SAIYYITIOIS (NY SNOILALILSNI A¥VANODIS LSOd dHL NI
JONAIOS TYTHYIAEOAS J0 SYOLONMISNI JHLI J0 SONILVY JHL 40 NOSTI¥¥dWOD ¥

TITXXXT FIGYL

IC

Aruitoxt provided by Eic:

E




143

PERSONAL CHARACTERISTIC CATEGORY
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CHAPTER VII
TECHNICAL OCCUPATIONS

The data gathered in the technical occupational category
were analyzed on a composite basis, encompassing the major
areas within the technical occupational areas in the post
secondary institutions utilized in the sample. Drafting and
industrial electronics comprised the bulk of the technical
occupations and training program sampled.

The social skills were grouped into the following
categories: social skills in the personal characteristic
category; social skills in the content areas, which included
writing, reading, speaking, and math; and social skills in
the human relations category. Fach category is analyzed on

a categorical basis.

Social Skills in the Personal Characteristic Category

The six social skills identified in the personal
characteristic category were as follows: creativity, job
related independence, adaptability in job performance, in-
traception, dress as related to job performance, and three
skills that were listed as factors of self discipline:

punctuality, control of temper, and completion of work

schedule.
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The three‘social skills in the personal characteristic
category that received the highest mean ratings by Group I
(instructors) were: completion of work schedule (4.69),
punctuality (4.65), and control of temper (4.47) on a five
point scale. The four social skills within this category
that received the highest ratings by Group II (employed per-
sonnel) were: dress as related to job performance (4.93),
control of temper (4.62), punctuality (4.56), and completion
of work schedule (4.56). There was no overall significant
difference on the composite mean ratings of the skills with-
in the personal characteristic category. A significant
difference beyond the .01 level of confidence.existed on
the rating of one factor, dress as related to job perfor-
mance, with the employed personnel giving the higher rating,

as shown in Table XC.

3

Social Skills in the Content Area

Within the content area, four categories of skills were
identified: skills in writing, skills in reading, skills in
speaking or oral communications, and skills in math. Each
skill was analyzed on a separate basis.

Ten skills were identified in the writing skill area:
letter writing, work order writing, report of incident writing,
trade article writing, written directions, specification writ-—
ing, bill of laiding writing, log (daily) writing, invoice

writing, and job tichet writing. The instructors and

. 477
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personnel employed within the technical occupational area
were compared as to ratings on the writing factors as to
importance, as shown in Table XCI.

The three writing skills that received the highest
ratings by instructors were: writing specifications (4.43),
writing directions (4.26), and writing work orders (3.95).
Four skills received a maximum rating of 5.00 by the per-
sonnel employed within the technical occupational area:
letter writing, work order writing, writing directions,
and writing a daily log of task descriptions. There was a
significant difference between the composite ratings of the
two groups as to the importance of various writing skills
in technical occupations.

Seven social skills were identified in the social
skills content area of reading: being apble to read signs
and labels, posted directions, memos and directions, work
orders with detail, trade articles, analyzing technical
materials, and manuals and letters. The two groups, in-
structors and emploved personnel, were compared on their
ratings as to the importance of the reading skills in the
technical occupational area. As shown in Table XCII, the
four skills in reading that received the highest ratings
by the instructors were: signs and labels (4.65), analyze

technical material (4.63), memos and directions (4.52),

and work orders with detail (4.52). The four reading
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skills that received the highest ratings by the personnel
employed in the technical occupational area were: mMemos
and directions (5.00), work orders with detail (5.00),
signs and labels (4.87), and manuals and letters (4.87).
The overall composite rating for the importance of the
reading skills as given by the instructors was 4.42, and
as given by the employed personnel was 4.87.

Oral cbmmunication was another segment of the social
skills in the content area that was analyzed. Ten social
skills were identified within the speaking or oral communi-
cétions segment of the social skill content area: informal
conversation with colleague, informal conversation with
employer and colleague, informal conversation with employer,

‘ )
colleague, and ciient, formalized cqnversation with employer
and client, telephone within organization, telephone with
client and public, public relations presentation, informal
training presentation, formai training presentation, and
presentation to client.

As shown in Table XCIII, the three social skills in
the speaking content area that received the highest ratings
were: telephone with client and public (4.23), presentation
to client (4.04), and informal conversation with employer,
colleague, and client (4.04). The three social skills in

the speaking or oral communication category that received

the highest ratings by the personnel employed in the
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technical occupational area were: telephone within the
organization (4.80), telephone with client and public
(4.71) , and public relations presentation (4.53). The
composite mean of the ratings of the skills as ‘to impor-
tance within the technical occupational area as given the
two groups were as follows: instructors, 3.81; employed
personnel, 4.40.

Aé shown in Table XCIV, the social skills in the con-

tent area of arithmetic were analyzed in nine different

categories: number identification, simple whole number
computation, working with fractions, exchanging money,
ratios, weights and measurements, percentages, cost or pro-
duct estimates, and balancing ledger or accounts. The

, three social skills in the content area of arithmetic that
received the highest ratings of importance by instructors

. were: number identification (4.78), simple whole number
computation (4.78), and working with fractions (4.69). The
three social skills in the content area of arithmetic that
received the highest ratings of importance by the employed
personnel were: number identification (5.00), simple whole
number computation (5.00), and working with fractions (5.00).
As noted above the three skills identified as being the most
important by the instructors were also the same three skills

that were identified as being most important by the employed

personnel. The composite mean of the importance of the
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social skills in the math area as given by the instructors
was 4.21; as given by employed personnel, the composite

mean was 4.79.

Social Skills in the Human Relations Categcry

Ten skills were identified within the human relations
category: taking directions from colleague, taking direc-
tions from employer, interaction within group, social poise,
interacting with client, ability to direct colleagues, ability
to take command without being domineering, porﬁraying self
so others will feel secure and not insecure, handling angry
or dissatisfied customers, clients, patients, etc., and
quickly establishing a good first impression, as shown in
Table XCV.

The three basic human relation ékills that received
the highest ratings by the instructors as to importance were:
taking directions from employer (4.81), taking directions
from collecague (4.34), and quickly establishing a good first
impression (4.34). The‘three human relation skills that
received the highest ratings by the employed personnel in
the technical occupational area were: taking directions
from employer (4.87), taking directions from colleagues
(4.56), and interacting with client (4.50). There was no
significant difference in the overall ratings of the skills

as to importance as given by the two groups, instructors

and employed personnel.
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CHAPTER VIII
CONCLUSIONS, IMPLICATIONS, AND RECOMMENDATIONS

In view of the conclusive statements drawn from this
study, the reader should remember that the data herein is
considered surface data and by no means ascertains that a
comprehensive, factual conclusive analysis of all facts
pertinent to the various areas within this study have been
comprehensively analyzed. The conclusions and recommenda-
tions are in the following order within the chapter:

Section I. General Conclusions, Implications, and Recom-
mendations.

Section II. Trade and Industrial - General Conclusions,
Implications, and Recommendations.

A. Auto Mechanics Conclusions, Implications,
and Recommendations.

B. Welding Conclusions, Implications, and
Recommendations.

C. Industrial Electricity Conclusions, Impli-
cations, and Recommendations.

D. Heating, Air Conditioning, and Refrigeration
Conclusions, Implications, and Recommenda-
tions. : ;

E. Building Trades Conclusions, Implications,
and Recommendations.
\

F. Machine Shop Conclusions, Implications, and
Recommendations.

164
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Section III.

Section IV.

Section V.

Section VI.

165

Technical Occupations - General Conclusions,
Implications, and Recommendations.

Business and Office - General Conclusions,
Implications, and Recommendations.

Marketing and Distribution - General Conclu-
sions, Implications, and Recommendations.

Health Occupations - General Conclusions,
Implications, and Recommendations.
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Section I

General Conclusions, Implications, and Recommendations
Conclusions:

1. Skills, other than task performance skills, within
each occupational area are considered social skills;
such social skills can be categorized by employers
and employees within the industrial setting and by
instructors within the post secondary vocational
comp lexes.

2. Various degrees of social skill competence are of
vital importance to the levels of performance with-
in all basic occupational categories.

3. Instructors, employers, and employees have a degree
difference of opinion as to the importance of
various social skills in relation as to how these
skills relate to job performance.

4, A strong consensus among all employees, employers,
and instructors in all occupational areas is that
the employable person is an individual that possesses
a strong degree of self-discipline which includes

punctuality, control of temper, and full completion

of the work schedule.
5. Employers and instructors within the occupational

areas agree unanimously that individuals must be

able to take directions from the employer.
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6. Human rclation skills are a pertinent part of
satisfactory job performance.

7. Oral communication elements decrease in importance
as related to job performance when individuals go

into occupations that require manipulative skills.

Implications:

1. Students are often involved in segments of related
courses and content area courses that have no direct
relationship to the skill for which they are training.

2. In general, there is a fairly narrow margin of dif-
ference in the ratings of social skills by instructors
and industrial personnel on a composite basis.

3. Some instructors within occupational areas have

utilized craft committees in an advantageous manner.

Recomﬁendations:

1. Courses taught in conjunction with the various occu-
pational training areas should be reviewed carefully
by a committee of craftsmen and teachers to specify
specific areas of pertinent concern within each of
the content areas.

2. A closer alignment of teachers and craftsmen within
the various occupationél areas would be advantageous

3. Basic human relation skills should be an integrate |

segment of occupational training programs.

401
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Section II

Trade and Industrial

Conclusions, Implications, and Recommendations

Conclusions:

1.

There was a significant difference at or beyond

.01 level of significance between the ratings of
various social skills within the personal charac-
teristic category of the trade and industrial in-
structors and the ratings of trade and industrial
personnel employed in the trade and industrial occu-
pations. However, the three social skills within
this category that were given the highest ratings
by Group I were also given the highest ratings by
Group II. The skills were as follows: puncuality,
control of temper, and completion of work schedule.
The instructors in trade and industrial programs
gave writing skills a significantly higher rating
of importance than did the personnel employed in
industry. However, writing job tickets ranked
second as to importance within both grodps.

The two speaking skills that were rated highest by
trade and industrial instructors and employed trade
and industrial personnel were informal conversation

with employer and colleague and informal conversa-

tion with employer, colleague, and client.
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4. Speaking as a social skill was rated significantly
higher as a social skill by instructors than by
employed trade and industrial personnel.

5. Two levels of math as a content area social skill
were given one and two ranks by both groups: number
identification ranked number one in both groups and
simple whole number computation was ranked number
two by both groups.

6. The instrﬁ;térs view human relation skills as being
more important than do the personnel who are employed
in trade and industrial occupations.

7. The personal characteristic identified as the ability
of a person to be punctual was the single most sought
after personal characteristic by instructors and
employed personnel.

8. The large degree of significance that existed between
the composite ratihgs of the two groups on all
categories is due to the diversity of occupaticns

within the trade and industrial occupational category.

Implications:

1. People who are in the labor force of trade and indus-
trial occupations only view various segments of con-
tent area skills as being important. These skills
in speech, reading, arithmetic, and writing should

be considered on an isolated basis .

0. 193
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2. A person who possesses the factors of self-discipline:
punctuality, control of temper, and ability to com-
plete a work schedule, is the most sought after per-
son in trade and industrial occupations.

Recommendations:
1. Craft committees should work closely with instructors

in assisting the instructors in selecting segmental
components within the content area that are applicable
to specific occupations. Proficiency within the con-
tent areas of reading, math, speaking, and writing
should be related basically to the segment of pro-

ficiency needed by the student to work within his

chosen occupational area.
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Auto Mechanics

Conclusions:

1.

There is general agreement as to the importance

of specific social skills in the personal charac-
teristic category by both groups, instructors and
employed personnel; each group gave ve;§”high rat-
ings in the personal characteristic category.

Auto mechanics and instructors of auto mechanics
gave priorities in writing to (being able to write)
specifications, work orders, bill of laiding, and
job tickets and invoices.

Both groups, guto mechanicé and instructors of auto
mechanics, gave reading as a social ékill a very
high rating. The most important tasks in reading
that were identified were the abilify to read the
following: posted directions, work orders with
detail, and manuals and letters. ,

Both groups, instructors and employed personnel,
identified number identification as being of maxi-
mum importance and gave high ratings to simple
whole number computation and balancing ledgers and
accounts.

Human relations were identified by both groups as
being an important element within the auto mechanics
area. This social factor received a very high rat-

ing with emphasis being placed on the following:

185
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taking directions from the employer, quickly
establishing a good first impression, and handling

angry or dissatisfied customers.

Implications:

1.

The individual who is employed in auto mechanics
has a high degree of interrelation with customers.
The auto mechanic is often the individual who must
meet customer demand and, in turn, appease the
customer.

Students should spend more time on segments of con-
tent courses that relate directly to their perfor-

mance within the occupational area.

Recommendations:

1.

Auto mechanics students should be allowed to carry
out the basic writing skills in the school labora-
tory that are required by employers: specifications
for particular parts' request from the part's manager
and other specification writings, bill of laiding,
job tickets, and invoices.

The math skills dwelt upon during the theory phase

or basic education rhase of the students' training
programs should be expertise in whole number compu-

tation as related to job tickets with price affixa-

tion, etc.
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Reading should be stressed in the area of basic
reading skills with emphasis on manuals (part's

manuals, etc.) and work orders.

Students need to develop a greater depth of human

relation social skills.

487
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Welding

Conclusions:

1.

The instructors within the welding program rated
the importance of personal characteristics higher
than did the welders working in industry and self-
employed welders.

The instructors rated the personal characteristic
of punctuality highest in relationship to the other
personal characteristic factors, and the welders
working in industry and independently rated the
factor of punctuality highest.

Dress as related to job performance was rated
extremely high because of the factorsArelated to
safety and protection.

Number identification and simple whole number com-
putation seem to be the two most important factions
within the performance of a job. tack within the
welding occupation. There was a significant dif-
ference in the rating of working with fractions as
being related to job performance. The instructors
rated this task significantly higher than did the
personnel employed within industry.

The instructors rated personal human relations as
being significantly more important than did the

welding personnel employed within industry. The

498
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most important aspect of human relations as given
by the employed pérsonnel was that of being able

to handle angry or dissatisfied customers.

The instructors rated writing, as related to job
performance, significantly higher that did the
personnel employed within wélding occupations. The
employed personnel rated the skill of being able to
write job tickets higher than the other factors,
while the instructors rated the skill of writing
job tickets, specifications, and bill of laidings
on a comparable level of significance.

The welders employed in industry rated the impor-
tance of reading significantly more important than
did the instructors. The employed industrial per-
sonnel gave extremely high ratings to being able

to pay attention and to read sign and labels and
posted directions.

Speaking was rated by both groups, instructors and
employed personnel, as being below average in

importance in relationship to job performance.

Implications:

The ability to speak with colleague and employer is
probably the only important aspect of oral communi-

cation within this occupation.
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2. Whether one is working independently or for
industry, punctuality is still a must factor in

being successful in welding.

Recommendations:

1. The welder should be made very much aware of thé
signs that surround his working environment and
pay close attention to signs and labelé on tools
and materials.

2. Safety factors involving equipment, materials, and

environmental factors are a mandatory introduction

into the welding training program.
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Industrial Electricity

Conclusions:

1.

The instructors and employed industrial personnel
in industrial electricity rated the skills within
the personal characteristic category as above
average in relationship to job performance.

There was a substantial agreement among the instruc-
tors and employed personnel as to the various
elements of importance within the area of personal
characteristics. Punctuality received maximum
ratings by both groups.

The instructors rated the writing skills as being
more important than did the employers and employees
within the industrial electricity occupations.

The type of writing skills that received the highest
rating by the instructors was work orders, and the
employees within the industrial electricity occu-
pations rated the work orders as lowest. There is
a significant difference between the ratings of the
two groups in writing skills as to the importance
of the skills in job performance.

The instructors rated the content skills of reading
as being more important in job performance than did

the personnel employed within the industrial elec-

tricity occupations.
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There was a significant difference between the
ratings of the two groups as to the importance

of the content social skill of speaking as related
to job performance, with the instructors giving
the highest rating.

There is a significant difference between the rat-
ings of the two groups as to the importance of
math skills as related to job performance, with
the instructors giving the highest ratings. The
skill that received the highest rating as given

by the instructors was working with fractions,
while the skill that received the highest rating
of importance as given by thé employed personnel
within the industrial electricity occupations was
number identification and meaning.

The most important human relations skill as given
by both groups was taking directions from employer.
There was no overall significant difference in the
ratings of the two groups on the human relations

category.

Implications:

1.

More emphasis needs to be placed on the development

of social skills as related to personal character-

istics.
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2. General writing skills should become more oriented-

to skills pertinently related to job performance.

Recommendations:

1. The developmeht of human relations and the develop-
ment of employable personal characteristics should
be reviewed.

2. Basic related courses that are related to job per-
formance should have isolated segments related to

job performance identified and more time spent on

these segments.
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Heating, Air Conditioning, and Refrigeration
Conclusions:

1. Punétuality is the most important factor within
the personal characteristic category as given by
both instructors of heating, air conditioning,
and refrigeration and employees within the occupa-
tional area.

2. One of the basic and most important elements in
the human relations category is that of establish-
ing a good first impression.

3. In general, the two groups, employed personnel
within the heating, air conditioning, and refrigera-
tion occupational category and the instructors, were
closely aligned in the agreement of all social
skills. The margin of difference in this area was

remarkably small.

Implications:
1. The instructors and the personnel employed in the
heating, air conditioning, and refrigeration occu-

pations are closely aligned as to the social skills

needed for job performance.




Building Trades
Conclusions:

1. The instructors rated the social skills in the
personal characteristic category as being signif
cantly more important than did the personnel em-
ployed within the occupational area.

2. The instructors rated the social skills in the

importance than did the personnel employed withi
the occupational area.

3. There was no significant difference in the ratin
of the two groups on the importance of reading i
relationship to job performance.

4. The speaking skills category received below aver
ratings as to importance in job performance by
both groups, instructors and employees within th
occupational area.

5. Human relation skills received low ratings as to

importance by both groups.

Implications:

of lesser value in this basic trade area than in
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1. The implications are that basic social skills are

any of the other trade areas included in the study.
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Recommendations:

1.

If and when basic courses are taught in conjunc-
tion with building trades, serious thought should
be given to the importance of the content factors,

keeping in mind that the basic skills within the

trade seem to supersede the social skills.
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Machine Shop

Conclusions:

1.

The machine shop instructors and the machinists
in industry place a high rating on the social
skills related to personal characteristics.

The machine shop instructors and the machinists
in industry rate punctuality and completion of
work schedule as the most important social skills
in the personal characteristic category.

The machine shop instructors and the machinists
in industry placed the greatest importance in the
writing category on the ability to write specifi-
cations, and the second highest rating on work
orders.

The machine shop instructors and the machinists
rated the ability to read and analyze technical
materials as being the most important segment of
reading skills.

The ability to speak and oral communication was
rated as being above average in the area of im-
portance by both machinists and machine shop
instructors.

The ability to work with fractions received a
maximum rating by both the machinists and the

machine shop instructors.
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7. In the human relations category of social skills
the machine shop instructors rated the skill of
taking directions from the employer as the maxi-
mum social skill, and the machinists rated the
social skill of interaction within the group as

the most important human relation social skill.

Implications:
1. Social skills in the personal characteristic
category are important in the machinist trade.
The implication for such a high rating may be
because of the shift work factor and also because

of private or small business customer contact.

Recommendations:
1. A sincere look should be taken at the various social
skills within the personal characteristic category

with some consideration given to the development of

these skills within the occupational area.
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Section III
Technical Occupations
Conclusions, Implications, and Recommendations
ions:
Technical occupations tend to require a high level
of social skills within the personal characteristic
category.
There was. a significant difference on the ratings
of the two groups as to the importance of writing
skills, with the technical personnel in industry
feeling that writing as related to job performance
was more important than did the instructors within
the technical occupations.
The technical personnel employed within industry
rated the importance of reading skills significantly
higher than did the instructors of technical occu-
pations.
The technical personnel empléyed in industry rated
the importance of oral communication skills signifi-
cantly higher than did the instructors.
The technical personnel rated the importance of the
various social skills in the math content area as
being significantly more important than did the
instructors.

No significant differences existed in the ratings

of the two groups on the human relations skillc.
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Implications:

1. Closer alignment of needs within the content
areas and social skills categories needs to be
developed in accordance with the demands of
industfy.

2. Strong craft committees need to be organized within
the technical areas to lend assistance in planning
and developing materials and some basic course

content.

Recommendations:
1. There tends to be a significant need for the techni-
cal occupational instructors to seek more input
from people employed within the various technical
occupations to determine some basic curriculum

. needs.
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Section IV
Business and Office Occupations - Composite
Conclusions, Implications, and Recommendations
Conclusions:

1. It was concluded that social skills within the
personal characteristic category are pertinent.

2. Employability as related to the social skills with-
in the personal characteristic category depends
upon many of the personal characteristic social
skills.

3. There was no significant difference in the rating
of the content social skill of writing by the two
groups as to importance of the skill in job per-
formance.

4. Reading and social skills in human relations re-
ceived the highest ratings as to importance in
relationship to job performance.

5. There was no significant differences in the ratings

of the human relation skills by the two groups.

Implications:

1. The personnel employed within the business and
office occupational area and the instructors of
business courses within the post secondairy voca-
tional complexes are closely aligned as to the

importance of social skills in relationship to

job performance.

Q ;ﬁii.




Recommendations:

1. Business and office instructors should continue

to work on social skills in the human relations

and personal characteristic categories.
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Section V

Marketing and Distribution

Conclusions, Implications, and Recommendations

Conclusions:

l-

The personnel who were employed within the mar-
keting and distribution occupation sense a signifi-
cantly greaﬁer need for students to be prebared to
adapt and adjust than do the educators who are
training the students for employment in marketing
and distribution occupations.

The personnel who were employed within the market-
ing and distribution occupation sense a signifi-
cantly greater need for students, who are future
employees, to be aware of self-discipline as it
relates to the completion of a work schedule.

The personnel who were employed within the market-
ing and distribution rate writing skills signifi-
cantly higher than do the educators who are training
the students, with greatest emphasis being placed
on the following writing skills: work orders,
report of incident, speéifications, and job tickets.
The personnel who were employed within the market-
ing and distribution occupation placed a signifi-
cantly higher rating on the ability to read than

did the educators.
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A better understanding of the purpose of the
analytical reading technical material needs to

be gained between the two groups. There is a
significant difference at the .01 level in the
rating of importance of being able to read this
type of material; with employed marketing and dis-
tribution personnel giving the higher ratings.
There is a sentiment of real agreement between
educators and employed personnel in the marketing
and distribution occupation that speaking skills
in all forms are highly important. The communica-

tion skill level must be above average.

Implications:

l.

Students need to be more oriented to the fact that
flexibility could well be the keynote to success
within this occupational area.

Students need to be guided with greater force into
becoming aware of self~discipline as it relates to
employment and success, especially in completing a
self-imposed work schedule.

Students need to be made more aware of descriptive
types of writings needed within the marketing and
distribution occupational area, and all types of
writing listed on the SSIS sheet should be made

known to marketing and distribution students.
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‘Students need to spend more tiﬁe in learning to

analyze technical materials pertinent to the
occupational area.

Speaking skills are the most highly demanded skills
in the marketing and distribution occupational
category.

Students within the marketing and distribution pro-
grams should possess mathmatical skills up to the
level of ratio computation and balancing ledgers
and accounts.

Three elements of major significance exist in the
human relation social skill category: be able to
(a) take directions from colleague and employer,
(b) maintain social poise, and (c) establish a

good first impression.

Recommendations:

1.

Instructors within the marketing and distribution
occupational category should strive to develop a
higher level of social skill competence in the per-
sonal characteristic category.

Instructors should review the basic writing needs

of the marketing and distribution skills.
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Section VI

Health Occupations - Composite

Conclusions, Implications, and Recommendations

Conclusions:

1.

Social skills in the personal characteristic category
are pertinent to the performance of job tasks in the
health occupations category; punctuality and control
of temper carry the highest ratings of importance in
relationship to job performance.

Instructors tend to rate the necessity of certain
writing skills higher than the employed personnel
rate the skills.

There is a close alignment of the ratings of the
instructors and personnel employed in health occu-
pations in the ratings of the importance of reading
skills.

Human relations in a‘pertinent part of social skills
that must be possessed by the individual employed

within the health occupations work category.

Implications:

1.

. In general there is a narrow margin of difference in

the overall ratings of the importance of various
social skills by the two groups, instructors and

personnel employed within the health occupation area.
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Recommendations:

1.

Health occupations students should have segments of
course work in which the techniques of oral pre-
sentation to patients concerning various problems
within each situation.are discussed, and methods
and technlques given.

Human relation skills should be reviewed closely

by each instructor and such skills should become

a basic segment of the training program.
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The following questionnaire is part of a study for the
State Department of Education, Division of Vocational-Technical
Fducation, which attempts to identify social skills that are
relevant to specific occupational areas. The data for this
study will be gathered from instructors in vocational and
technical areas within selected post-secondary institutions and
from selected vocational personnel who are representative of
the occupational areas within the post-secondary institutions.
Results of the study will be reported to the State Department of
Education, Division of Vocational-Technical Education, and will
be used by educational institutions in Mississippi in identify-
ing social skills that need to be strengthened within each
occupational area. It is felt that a better insight into the
social skills that are of importance to industry may be gained
from the study, and, as a result, students may be better
trained to reet the needs of the "working world",

The left column is the list of social skills to be rated.
Lach entry is to be responeded to in the right column by a
circle. The number 5 represents the highest value and impor-
tance that may be assigned, while the number 1 represents the
lowest. /A means that the particular social skill is not
applicable (of no concern) to your own occupationai area. It
is important that each and every entry (each row of numbers)
nave one, and oniy one, circle,
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Social Skills Inventory Scale
Institution or Industry
Occupational Category
Occupational Skill
Please indicate the value of each social skill which pertains
to the specific occupational skill by circling the number of each
skill. The number 5 indicates the highest value, and the number 1
indicates the lowest value,
Social Skills Rating
Category I. Personal Characteristics
Category
1. Creativity 5 4 3 2 1 N/A
2. Job related independence 5 4 3 2 1 N/A
3. Adaptability in job
performance 5 4 3 2 1 N/A
4, Intraception 5 4 3 2 1 N/A
5. Dress as related to job
performance
uniform or coat and tie 5 4 3 2 1 HN/A
dress clothes no tie 5 4 3 2 1 HR/A
shirt and tie 5 4 3 2 1 N/A
dress choice of employee 5 4 3 2 1 N'A
6. Self discipline
punctuality 5 4 3 2 1 N/A
control of temper 5 4 3 2 1 N/A
completion of work schedule 5 4 3 2 1 WNN/A
Category II. Social Skills in Content Areas
1. MWriting (must be able to)
a. letter 5 4 3 2 1 RN/A
b, work order 5 4 3 2 1 N/A
c. report of incident 5 4 3 2 1 HN/A
d. trade article 5 4 3 2 1 H/A
e, written directions 5 4 3 2 1 H/A
f. specifications 5 4 3 2 1 H/A
g. bill of laiding 5 4 3 2 1 H/A
h. log (daily) 5 4 3 2 1 N/A
i. invoice 5 4 3 2 1 H/A
j. Jjob tickets 5 4 3 2 1 Qi/A
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Category III.

Reading Skills (must be able to)

a.

o

Sians, labels

l.. Dosted directions 5
.. ewo: and directions L
d. tork orders with detail 5
¢. Trade articles H
f. ARnalysis of technical
material 5
a. fManuals and letters 5
Speaking Skills
a. Informal conversation
with collcaque 5
L. Informal conversation with
colleaqgue and employer 5
c. Informal conversation with
colleague, cmpioyer, and
client 5
d. Formalized conversation
with employer and client 5
e. Telephone within organi-
zation 5
f. Telephone with client and
public 5
g. Public relations presen-
tation 5
h. Informal training presen-
tation 5
i. Formal training presenta-
tion 5
j. Presentation to client 5
Mathematical Skills
a. liumber identification 5
b. Simple whole number
computation 5
c. VWorking with fractions 5
d. Exchanging money (making
change) 5
e. Ratios 5
f. Weights & measurements 5
g. Percentages 5
h. Cost or product estimate 5
i. Balancing ledger or
accounts 5
Socjal Skills in Human
Nelations
Taking directions from
colleague 5
Taking directions fron
employer 5
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2
2 1
2 1
2 1
2 1
2 1
2

2 1
2 1
2 1
2 1
2 1
2 1
2 1
2 1
2 1
2 1
2 i
2 1
2 1
2 1
2 1
2 1
2 1
2 1
2 1
2 1
2 1

[H/A
WA
WA
N/A
H/A

/A

H/A

/A

N/A
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10.

Interaction within group
Soecial poise

Interacting with clients

" Ability to direct other

employees (colleagues)

Ability to take command of a
situation without being over-
bearing or dominant with the
other party

Portraying self so others
will feel confident and not
insecure

ttand1ing angry or dissatisfied
customers, clients, or
patients, etc.

Quickly establishing a good
first impression

(&3]

(&)

/A

/A
N/A

/A

N/A

H/A

H/A

N/A
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POPULATIONS OF STUDY

Trade and Industrial - Composite
Instructors - N = 53
Industrial Personnel - N = 68

Welding
Instructors -
Industrial Personnel -

22

o

'_I
N

Industrial Electricity
Instructors -

4
Industrial Personnel - 16

- 2a

Heating, Air Conditioning, and Refrigeration
Instructors - N= 4
Industrial Personnel - N = 8

Auto Mechanics
Instructors - N =10
Industrial Personnel - N = 9

Building Trades
Instructors - N= {4
ITndustrial Personnel - N =_11

Machine Shop
Instructors - N= 5
Industrial Personnel - N = 8

Marketing and Distribution - Composite
Instructors -N= 7
Industrial Personnel - N = 36

Health Occupations - Composite
Instructors - N =10
Industrial Personnel - N = 35

Practical Nursing
Instructors - N= 6
Industrial Personnel - N = 25

Technical Occupations - Composit
Instructors - N
Industrial Personnel - N

e
23
36
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Business and Office Occupations - Composite
Instructors - N 17
industrial Personnel - N 24

i

Data Processing

Instructors -N= 6

Tndustrial Personnel - N= 8
Secretarial Science

Instructors - N =11

Industrial Personnel = N = 15
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